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Supplier Application Guide – 
Matrix Prism 
 

This guide has been created to help suppliers starting out on our Matrix Prism system and covers how to 

register your company, complete your company details & enrol to customers.  

How do I register?  
To begin your application please go to https://www.matrixprism.com/MatrixConnex/ and click on “New 
Register”: 

 

What Information will I need? 
You will need the following to complete the application:  

Ø Companies House Number  

Ø VAT Number  
Ø Evidence of Insurance  

For your insurance, you will need to provide a document which confirms you as the insured party, the 

period of cover, limits of indemnity and that the limit is on a per claims basis.  

Step One of the Application 
The Company Details on the application will be generated automatically based on the details from 
Companies House. You will then be asked to input your VAT number and be given the option to update 

your company logo.  

Next fill in your insurance amounts and set the key contacts for your business. You will be given the 
option to create contacts for the account manager, contract queries, finance & compliance.  

https://www.matrixprism.com/MatrixConnex/
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Once these have been completed you can select job categories and regions to determine the clients 

which best fit. Additional categories can be selected at the enrolment stage but this will allow you to see 

the clients which best align with the categories and regions you wish to support. 

To do this tick the category, this will then take you to a second menu where you can select the locations 
and sectors you can supply as per the below example: 

 

Repeat this step for all categories you wish to view matching clients for.  

You can then proceed to the next page where you will need to complete your declarations.  

Once these are completed you will be given the opportunity to review the information provided so far 

and submit the initial company details. 

The contacts that you have set up during this application process will then receive an email asking them 
to set their password and login to the system: 

 

Step Two of the Application 
Once you have set your password and logged into Prism you will be directed back to the application so 
that you can complete the process. As you go through this application there will be a checklist to advise 

which sections are outstanding: 
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Enrolling with Customers: 
Under the Enrol with Customer section you will see a customer list which should display as per the 

below screenshot. Within this screen you can see their insurance requirements, search for specific clients 

& sectors: 

 

Where you do not meet the insurance requirements for a client these will display with an orange 

triangle, and you will not be able to enrol unless you amend your insurance amounts & provide evidence 
of the cover amounts: 

 

NB. We would advise that for the majority of our customers the following insurance covers will be 

required: 

Ø Employer’s Liability - £10million  

Ø Public Liability - £10million  
Ø Professional Indemnity - £5million  

To enrol to a customer click on “Enrol”. The categories chosen in step one will be pre-ticked but you will 

also have the option to select additional categories if needed: 
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Once all have been selected tick “Save”. 

You will then need to click on the icon in the T&Cs column to view the addendum: 

 

Once you have read through the terms, you will need to click “Accept” for the enrolment to be 
processed.  

Once you have enrolled to all desired customers, you can then proceed to the Insurance & Agreements 

section.  

Insurances & Agreements 
On this screen you will need to complete your insurance value levels, renewal dates and provide proof of 
the cover. If your cover meets the requirements of the clients you have selected at enrolment stage the 

below message will appear: 

 
If your cover does not meet the requirements an error message will receive and you will either need to 
unenroll from the client or increase the cover.  
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If you need to un-enrol follow the below steps: 

Ø Go back to enrolments  

Ø Search for the client whose requirements are not met  

Ø Click on the “Enrolled” button and select “Unenrol from customer” 

 

If all requirements are met complete the details for all three covers and upload the supporting 

documents where prompted.  

You will then be shown an overview of the agreements you have signed so far with any outstanding 

highlighted in orange: 

 

For any with an orange status please click Read & Accept and ensured the terms are accepted so that 
roles can be received. 

Following this you will then need to select your Matrix Partnership package.  

Agency Agreements  
Finally you will be taken to the agency agreements section to sign the self-bill and supplier agreements. 

These terms will be sent to you for review & signature via Precisely.  

On the agency agreements page you will be shown the contact information for the Primary Contracts 

Contact set up in Step One: 
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Click on Send for e-signature and this named director will then receive two links from Precisely (one for 

each agreement) advising them they have documents to sign. Please follow this link to read through the 
self-bill and supplier agreements before signing them electronically. Once the documents have been 

signed and all sections on the application checklist show as green you can then click on “Complete 
Registration” to submit this for review: 

 

This will then move the application into “pending review” status. A member of the supplier engagement 
team will review this within three working days.  

Once your application has been approved you will then be able to access orders, submit candidates etc.  


